
Making Selections 
Using the New CHART Certificate Tool
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Creating an Account

� Go to https://chart.donhr.navy.mil/CHART/admin/adminhome.asp
� Click on Need to create and Account and complete the information.

� Hint:  Please use your Navy email address.
� You will need to wait until your account is activated before proceeding further.
� Keep your user ID and password information for future use.

� To log in…. Enter your User ID (email address) and password and click Login.
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Certificate Builder

� Click on Certificate Builder
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Certificate Tools

� Click Selecting Official Search for Open Certificate
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Locating your Certificate

� Enter Certificate Number – Copy and paste from email  
� Check out the Quick Tips on this page and any other page that has them.. They provide useful 

information
� Click Search for Certificate
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Sample Email Message

� Email message notifying you that certificate is ready.
� Provides link to admin site
� Provides Certificate Number which you can copy and paste from
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The Certificate

� Read the Instructions
� To print certificate use Print Certificate Button
� To “mass” print resumes use Print Resume Button

Print Certificate

Print Resume

Instructions
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The Certificate – Con’t

� RNO data provided to assist you in fulfilling your affirmative action responsibilities
� Click on an applicant name to view or print a single resume
� Click in Email Box if you want to email applicant regarding availability 

Click on a name to 
view resume

E-mail box
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Emailing the Applicant

� Click in the Email Box next to the applicants you wish to email  
� Click the Send Applicant Emails button
� Click Ok to the pop up and then click the Send Applicant’s Email button again
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Emailing Applicants Con’t

� Auto populates Email Recipient names selected
� Enter Email Subject
� Add to, modify or just keep the Email Body
� Click the Send Email button
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Making a Selection

� Use the red question mark help button for specific instructions and hints
� Use the pull down menus to identify your selections, alternatives and order of offers
� Indicate if a selection was made or not
� Identify if an additional review and approval is needed

Help
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Completing your Selection

� Answer Questions 1 through 3
� Identify any additional comments
� Click Save Certificate/Forward for Action button to electronically sign and generate a 

notification email 
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Forwarding Email for Action

� Enter the Recipient(s) – HRO/HRSC, etc
� Enter or modify the Email Subject and/or Email Body Text
� Click Send Email button to send the “certificate is ready for action” email
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Does the Certificate Require 
Additional Approval

� If the Certificate requires an additional approving or review signature then the approving 
official logs on and:

� Clicks Approving Official Search for Open Certificate
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Locating the Certificate to Approve

� Enter Certificate Number – Copy and paste from email  
� Click Search for Certificate
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Approving and Signing the Certificate

� Although a “I do not approve the above certificate selection” is available it is not 
intended that it would be used.  It is anticipated that any problems a 
reviewing/approving official may have with a selection will be worked out prior to 
the official approving the signature.

� Click the Submit Decision and Forward for Action button to approve and 
electronically sign the certificate.
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� Enter the Recipient(s)
� Enter or modify the Email Subject and/or Email Body Text
� Click Send Email button
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That’s It

� Wait for contact from HRO/HRSC on the results of the offer
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